L

APPLICATION FOR'R ECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
_ RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed briginal to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue,, Atlanta, Georgia, 30334,
Attention: Scheduling Section. ) '

FOR AGENCY USE 1. Agency Address - . ' FOR RECORDS MANAGEMENT USE

Application Date : . . : ' Application Numb
pplication & Office of Secretary of State . ppiicazon Tumuer

| ] Georgia Real Estate Commiss:.on 8"‘ 8(0"’ g

Application Number 40 Pryor St. Date Received Date Completed
_____ Atlé_ntaf Geor?ia o _ SEP 16 1982 | AN 191883
2. Person to Contact Working Title Telephone Number
Linda Luke Supervisor o §;§6f_3__g?;§_w

3. Action Requested t
a. [ Establish Retention Schedule; récord will continue to accumulate,
b. [ Dispose of present accumulation; no further accumulation anticipated.

| . XEXAmend Application No. 81 -86-A____ Check One: 1 Change; [ Supercede: 3 Void

4. Dates of Series 5. Records Series Title (followed by title used in office, if different) T T
Earliest Latest e

1973 I - ] REAL ESTATE SCHOOLS LICENSING FILES
6. Division aind Office Function " What is the function of the Divisioh and the Office in which this record series is created? ]

a The REal Estate Commission regulates the issuance and reissuance of licensed
L 'to real estate brokers, associate brokers, and salesmen, additionally
establishing rules and regulations relating to the professional conduct of
the real estate profession in Georgia. It accepts complaints, reviews mis-
conduct, investigates alleged wviolations of STate law or Commission regulat-
ions, and takes disciplinary action against a vartety of improper procedures
or unfair trade practices. In addition to reporting violations to the Attorng
General for action to enjoin such preactices, the Commission, after proper
hearing, may censure a licensee, or suspend, revoke, or refuse to renew

a license to practice.

7-. ﬁecord Series Desc;i;fion - Thls flle contains the followmg documents {mclude form numbers and titles, if any)
Attach samples of the file.
Documentsrelating to: pre-licensing and post-licensing of institutions established
for preparation of indlviduals for Real Estate examinations

, and licensure.
Included are: .. v . L
Original applications for approval; correspondence relative to

operations of the institute; renewal requests through Dec., 31, 1979

Fileisarrangfed: Alphabetically by name of institute.

. oL - - R
8. M;:;nthfl\; Reference Rate “How often are records referred to which are:
' One to six months old ____#6_d%i“Seven_: to twelve months old ___EL__; Thirteen to twenty-four months old -
twenty-five months andolder ' - _?
9. Annu‘a;tl Rate of Accumulation of Records . X ‘
Letter sﬁ_e drawers * ; Legal-size ' drawers Pl - = “:Shelves____ :Other (specify)

-

L™

AR--50-71; Rev. 76 ] ' T {Ovar)




YES | NO | 10. Quesgggng_i_re_ __(Place an "’X"" in the proper column) ~ _ i

. lIs this the official copy of the series?

X _ Moot where isit? . _ y ' R - 1 :
b Does the series contain confldential lnformatlon requiring securlty handlmg? If yes, cite law or regulaUOn
X .
X c. s this a vital record? L i e o/
| X d. Does this series have historical or Iong term research value? o o

e. When one or two documents in the file make it necessary to keep the entire file for a long perlod could these
documents be scheduled separately?

x
R IS A Is the, mformg;ugn contained in this senes ever publlshed? If yes, attach gop\(, e

g. s t'he infofmation contained in this series ever analyzed and/or recorded ina summarlzed report?
X1 If ves, attach copy. _

h. Is there a duplication of this series in your offlce or in another of‘hce or agency?
e Ifyes,where? _ ]
| | X RMrLMMMM|MLY microfilmed?
| 1_X | j. Doesthe record series result in a computer printout?
11. Retention Requirements fThe following requires the series to be kept:
a. State Law . __years. d. Audit period _ . years.
.— b. Statute of limitation __= —__years. . . e. Administrative need ... __ . 26 . years,
c. Federal law years. f. Federal retention instructions — years.

Attach copy or excert of laws or regulations. Explain administrative need. ‘ :
S8eries documents ' the creation of institutes whose primary purpose is ta
Prepare individuals for licensure.

12. Approved Dlsposmon Instructlons " This agency recommends that the file series be cut off at the end of each:

O Calendar Year; [1 Fiscal Year; [(¥Other __ blennially .___then,
‘0 Hold in the current files area .. ___month{s) — vear(s);then )
O Transfer to local holding area; hold ____.. - vyear(s); then .
[® Transfer to State Records Center; hold _-__2_§.__year(s) then ‘ . . .
@ Destroy. .

O Transfer to State Archives for permanent retention. .
0O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

1)

gj %eadlmﬁfﬁgnamre) J Date | Records Managemeht Officer _{Signamml S 1 7 Date
. . , i —4

State Records Committee (Signature) Date

Recommendations in para- - : ( .

graph 12 are approved. State Auditor/Designee ]| W - ‘/"'? ¥
(If disapproved, attach letter . . 7,

of explanation.) - ‘[ﬂecretary of State/Designee ) [ ’I L 4 [(4‘

Attorney General/Designee
AR—50—71; Rev. 76 — (Revérse Side) j
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1
APPLICATION FOR RECORDS RETENTION SCHEDULE DUPARTMCNT OF ARCHIVES AND HIETORY
{ ~ RECORDS MANAGEMENT BIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed‘brigfnal to
Department of Archives and History, Records Management Division, 330 Capitol Avenue» Atlanta, Georgia, 30334,
Attention: Scheduling Section. ;

1

FOR AGENCY USE 1. Agency Address : FOR RECORDS MANAGEMENT USE
Application Date ‘ 0Office of Secretary of State Application Number
Georgia Real Estate Commission 8\ - a@—g
Application Number :2 1 P rzo r 2; * Date Received Date Completed
anta . — - —
' MAR3 0 1982 | MAY 2 g 1982
2. Person to Contact Working Title e 8 Telephone Number
Linda Luke Supervisor 656-3916

3. Action Requested K
a. [ Establish Retention Schedule; tecord will continue to accumulate.
b. [l Dispose of present accumulation; no further accumulation anticipated.

c. XX Amend Application No. .81 -86___ ___ Check One: [¥ Change; O _Supercede; [0 Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest ,
1973 I REAL ESTATE SCHOOLS LICENSING FILES
6. Division and Of_fiée“Functlon . What is the function of the Division and the Office in which this record series is created?

The Real Estate Commission regulites the issuance and reissuance of licenses
to real estate brokers, associate brokers, and salesmen, additionally
establishing rules and regulations relating to the professional conduct of
the real estate profession in Georgia. It accepts complaints, reviewsmis-
conduct, investigates alleged violations of State law or Commission regulat-
ions, and takes disciplinary action against a mariety of improper procédureq
or unfair trade practicves. In addition to reporting violations to the
Attorney General for action to enjoin such practices, the Commission, after
proper hearing, may censure a licensee, or suspend, revoke, or refuse to
renew a license to practice,

1

7. Record Series Description This file contains the following documents (mclude form numbers and titles, if any):
Attach samples of the file.

Dpamstmhﬁmtm pre-licensing and Post-licensing of institutions establishéd
for preparation of individuals for Real Estate examinations
and licensure,

Included are: - ) .
Original applications for approval; correspondence relative to

operations of the institute; renewal requests through Dec. 31, 1979.

File isarranged: Alphabetically by name of ingtitute.

8. Monthly Reference Rate How often are records referred to which are:
One to six months old 6———; Seven to twelve monthsold ____3 __; Thirteen to twenty-four monthsold
twenty-five monthsandolder _________?

9. Annual Rate of Accumulation of Records :
Letter-size drawers ) ; legal-sizedrawers . ___;Shelves ___ ____ __; Other (sp.‘ecify}

AR—80—7T; Rev.76 T iév;)




YES | NO_| 10. Questionnaire (PIVace an “X'"in the proper column) ) L.t

X a. Is this the official copy of the series? .
If not, where is it? Y ' _ ‘ [
x b. Does the series contain cogfndentlal lnformatton requiring security handling? If yes, cite law or reguiatlon ) |
X | _c. Isthis a vital record? I e £
x | d. Does this series have historical or long term research value? __" ______
e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
| x documents be scheduled separately? I

X f. Isthe mformatlon contained in this series ever publlshed? If yes, attach copy;

g. Is the mformatlon contained in this series ever analyzed and/or recorded in a summarized report?

| X ] If yes, attach copy. Summarized in_Board rpt. o
% h. Is there a duplication of this series in your office, or in another office or agency?
If yes., where? o - .
X | _i, Is this series {or @ major portion of it} reqularlv microfilmed?
X | {. Doesthe record series result in a computer printout? el _
11. Retention Requirements _"rThe following requires the series to be kept:

a. State Law —_——— . years, d. Audit period years.
b. Statute of limitation ... _years. - e. Administrative need 26 years.
c. Federal law —_— ee_______Years, f. Federal retention instructions yvears,

Attach copy or excert of laws or regulations. Explain administrative need.

Series documents the creation of instltutes whose prmmary purpose is to
Prepare individuals for licensure,

12. Approved Dispo?ition Instructions This ag;ﬁev recommends that the file series be cut off at the end of each:

OJ Calendar Year; O Fiscal Year; Ig Other __dLe_nn_i al }_X_ — . __._then,
a Ho!d in the current filesarea ____  _month(s) .~ vyear(s); then
O Transfer to local holding area; hold _Iy_...e,_ﬁyear(s}; then
X ¥ Transfer to State Records Center; hold ____._gﬁ__year(s); then

b v ¢ Destroy.
[0 Transfer to State Archives for permanent retention.
O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

o

AgencyHegd/Designee (F fgnature) Date [ﬁeeords Managemeﬂt Officer (Signature) o Date

NG are .D__ca\-( 2. 24V

Stdte Records Committee (Signature) ' ~ Date

fos (Th  |3-2652|

Recommendations in para-
graph 12 are approved. State Auditor/Designee < S:' )'(’ g p

(If disapproved, attach letter ' ) -~
of explanation.) Secretary %/Demgnee I W M S - 24 - aa_,

Attorney General/Designee
AR-50—71; Rev. 76 e - o




APPLICATION FORfRECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUéTIONS See Publication Nlo 76—RBM—1 for instructions on completing this form. Forward signed 'bi'lgilfial to

Department of Archives and Hsstory, Records Management Division, 330 Capitol Avenue‘Atlanta Georgla 30334,
Attention: Scheduling Section. )

\

FOR AGENCY USE 1. Agency Address D FOR RECORDS MANAGEMENT USE

Application Dat . ' " Application Numb
ppiication Zate Office of Secretary of State pplication Number

Real Estate Commission 8[— 86

Application Number 40 Pryor Street Date Received Date Completed
Atlanta, Georgia JAN 301981 | FEB 11 1981
2. Person to Contact Working Title - Telephone Number ]
Linda Luke 656=3916

3. Action Requested t
a. ki Establish Retention Schedule; récord wiil continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. O Amend Application No. Check One: [0 Change; [ Supercede; [0 Void

4. Dates of Series 5. Records Series Title (followed by title used in OffICE tf different)
Earliest Latest

1973 lPresent REAL ESTATE SCHOOLS LICENSING FILES

6. Division and Office Function What is the function of the Dwnslon and the Office in which this record series is created?

The individual examining and licensing Boards establish policy governing

the requirements for licensing where policy is not contained in law. They
collect fees from applicants for licenses and for examinations and conduct
examinations. They determine whether applicants have in fact met'educational
or on-the-job tfaining reguireménts. The Boards issue and revoke licenses andg
maintain records to certify that licensees are in fact properly licensed.
The Boards enforce a professional code of ethics by receiving complaints,
performing investigations and presenting evidence to support or refute alleg-
ations against a licensee.

7. Record Series Description This file contains the followmg documents (mclude form numbers and titles, if any):
Attach samples of the file. '
Documentsrelatingto: Pre-licensing and Pgs%-licensing of institutions establigh-

ed for preparationsof individuals for Real - Estate examination

and licensure.
Included are: L. ) . : . .
Original applications for approval; correspondence relative to

operations of the institute; renewal requests through December 31,1979.

Fileisarranged: Alphabetically by name of institute.

-
- -

P .
I |

8. Monthly Reference Rate How often are records referred to which are: o
One tosixmonthsold 6 ._____; Seven to twelve monthsold __3 ___; Thirteen to twenty-four monthsold __ = ;
| twenty-five months and older N o
9. Annuat Rate of Accumulation of Records .
Letter-size drawers _° 3 . lLegalsizedrawers ______ ;Shelves__________; Other (specify)
AR-50-71;, Rev. 76 (Over)
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[ YES | NO_| 10. Questlonnalre {Place an "*X"" in the proper column). N = - . ,;'— ~
a. lIs this the official copy of the series? ' )
X If not, where is it? ;o e e :
% b. Does the series contain cc';nf;dentlal mformatlon requmng security handling? [f yes, cite law or regula}ion., |
\
X c. Is this a vital record? i . } _
X d. Does this series have historical or long term research value? ' .
e. When one or two documents in the file make it necessary to keep the entire file for a Iong perlod could these
X documents be scheduled separately? —_
b4 f. Is the information contained in this series ever published? |f ves, attach copy.
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X If yes, attach copy, Will be summarized in Board reporting.
h. Is there a duplication of this series in your office, or in another office or agency?
x| _ If ves where? e
X i. Is this series for a major portion of it) reqularly microfilmed? e
I 1 X 1_j. Doesthe record series result in a computer printout? _ e S
11. Retentlon Requirements T The following requires the series to be kept
a. State Law — e e __YRATS. d. Audit period years.,
. - b. Statute of limitation . ~_ . ..years. __ __ e, Administrative need Permanent years.
¢. Federal law - __ years, f. Federal retention instructions * ___ . ____years

Attach copy or excert of laws or regulations. Explain administrative need. ) .. .
This series reflects a new function of this Board. This series will

docament the creation of institutes whose primary purpose is to prepare
individuals for licensures The value of which the Commissioner has based
- his decision to retain permanently.

12. Approved Dlsposuion Instructions This agency recommends that the file series be cut off at the end of each:
®XCalendar Year; O Fisca! Year; I3 Other then,

£ Hold in the current filesarea ____ _month(s) L . _vyear(s): then
O Transfer to local holding area; hold _______year(s); then

0 Transfer to State Records Center: hold - —__year(s}; then

Bd Destroy.

L. Transfer to State Archives for permanent retention.

O Other (Specify)

<
These instructions apply to all prior and future accumulations of the series.
Agepty Hgad/Designee /@: ature) )f_E)a__te_“___ Records Manhgéhiéht Qﬁicer' {Signaturej Date

Lol Sk /295

)~ &7'%

Date

Recommendations in para-
graph 12 are approved. State Auditor/Designee

(If disapproved, attach letter
of explanation.) 7 gcretar /Designee

Attornev GeneraI/Des|gnee

2-/o~8/
2-9-8/
2/0- 57
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